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JfovemlDer  5,  1943 
SPECIAL  COMODITIES  BEAITCH  MEMQBAHDUM  HO.  3 
Supplement  Q, 


To;  .All  Divisions  and  Sections,  Special  Commodities  Branch 

Prom:         K.  C.  Al'bin,  Chief,  Special  Commodities  Branch 
Su"bject:    Processing  Contract  Heporting  Requirements 


In  accordance  with  the  instructions  of  Procurement  Memorandum 
ilumher  5,  da.ted  Octoher  27,  1943,  all  future  contracts  entered 
into  "by  this  Branch  which  provide  for  the  processing  of 
Administration-owned  commodities  snail  in',;lude  a  provision  re- 
quiring that  the  Tjro cesser  complete  form  ii',DA-638  and  suhmit 
periodically  in  accordance  with  the  instructions  thereon. 

The  frequency  v;ith  which  these  reports  are  to  be  furnished  Dy 
the  processor  shall  "be  determined  on  a  "basis  of  the  volume 
of  the  commodity  to  he  processed  and  any  other  factors  pertinent 
to  the  particular  commodity  concerned^    The  provision  to  he 
included  in  the  contract  shall  stipulate  the  required  frequency 
and  indicate  that  supplies  of  the  form  may  he  obtained  from 
the  nea^rest  Regional  Office  or  from  the  Administrative  Services 
Division  in  '.'feshington. 


It  sha,ll  be  the  responsibility  of  the  commodity  division 
originating  the  transaction  to  follow  up  the  provision  of  the 
contra.ct  and  assure  the  submission  of  the  report  by  the 
processor . 


The  instructions  provide  that  the  report  shall  be  submitted 
to  the  Transporta.tion  and  Warehousing  Brajich  in  two  copies, 
one  of  which  is  to  be  forwarded  to  this  Branch  and  pla-ced  in 
an  appropriately  titled  section  of  the  Commodity  Book. 
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